FOLLOW-UP OF
PAYROLL AUDIT — COUNCIL SERVICES

REPORT NO. 07-04-112F

City of Albuquerque
Office of Internal Audit and Investigations




City of Albuquerque
Office of Internal Audit and Investigations
P.0. BOX 1293 ALBUQUERQUE, NEW MEXICO 87103
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“Council Services will retain documentation of attendance for training
classes. (Staff has been reminded to retain such documentation.)

“Council Services will correctly complete and use the Hours Adjustment
Form.

“Council Services will retain the final time card detail report, the payroll

proof'report and final payroll register (which will be compared to the time
card detail report).”
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“Council Services will review all employees who were on unpaid status
during 2006 and 2007 and adjust leave balances if applicable.

“Council Services will follow the Payroll Manual regarding the
reduction of leave balances for employees on unpaid status.”
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“The Council Services timekeeper will print and retain any Exception
Reports that contain errors and any supporting documentation used to

clear the errors.”
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“At the time this recommendation was originally responded to, I
understood that attendance at PUG meetings by the Council timekeeper or
alternate was 100%. In the future, the timekeeper or the alternate will
attend every PUG meeting.”
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“The recommendation was implemented but not adequately followed
through, but it will be in the future.

“The requirement will be discussed at least annually.
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“The requirement is posted in an easily accessible place and the Form
will be placed there as well.”
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“All Council employees who receive mileage will have a current
insurance card, and the timekeeper will verify that before submitting
payment of mileage reimbursement.”
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